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| HUBJECT 1 survey of Perscnnel Forms

1. The Fers:onnel Office is currently ¢ nducting extensive
research Inte the types and uses of personnel forms throughout the
Agency. The immediate objective «f this research is to devel:p the
| type of Position and Employee Record Card which best mects the
over-all needs of the Agency, This will thereby provide esch Agency
component with an effective basis for standardized personnel record
keepling.,

Y. Fart of this research will involve a survey :f the
various personnel forms used by appropriste Agency components,
It 18 resuested that maximum cooperation be extended tc the rep-
! regentative from the Personnel Cffice appointed to conduct this
survey who will contaet your office in the near future in thie regard.

/5]
L. K. White
Lcting Deputy Director (Administration)
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